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Wisconsin Functional Screen 
Technical Assistance Document  
 
ISSUE DATE: 6/23/2006 
 

APPLICABILITY: 
  Adult Long Term Care 
  Children’s Long Term Support 
  Mental Health/AODA 

 
 
TOPIC:  Obtaining Access to the Functional Screen Information Access Application  
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Obtaining Access to the Functional Screen Information Access 
Application 
 
The Functional Screen Information Access (FSIA) application is accessed by clicking on the Functional 
Screen link contained on the page located at https://www.dwd.state.wi.us/desltc/. 
 

 
 

 
 

Application Security 
The actions a user is able to take inside the application is dependent on the user’s security profile and 

agency. In short, the security profile determines what abilities the user has, and the user’s agency 
determines which applicants the user can perform those abilities on. 

 

https://www.dwd.state.wi.us/desltc/
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The Functional Screen link will take you to the log-in screen.  
 
 

 
 

Note 
The following process is for setting up both a DWD/Wisconsin Logon ID and obtaining access to the 
Functional Screen Information Access application. If you already have a DWD/Wisconsin Logon ID, 

please proceed to page 9. 
 

If you are unsure whether you have a DWD/Wisconsin Logon ID, please contact the DHFS Security 
Desk at (608) 266-9198. 

 
Initially, workers will need to create a User ID and password using the Request Access button found on the 
log-in screen. All new users must create an account before they can log into the application. 
 

 
 
 

New users click here
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After clicking on the Request Access button, the page below will be displayed. The first step to gaining 
access to the application is to create a DWD/Wisconsin Logon ID. To do so, click on the link in Step 1. 
 

 

Click on this link
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This will take you to the DWD/Wisconsin Logon Management System Home Page (shown below). Here 
you will need to click on the Self-Registration link. 
 

 

Click on this link
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You should now be on the User Agreement Page. This page details the State of Wisconsin’s standard user 
agreement. You must accept this agreement. If you chose to decline, you will be returned to the 
DWD/Wisconsin Logon Management System Home Page and will not be able to obtain access to the 
Functional Screen Information Access application. 
 

 

Click on this button
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You’re now on Account Creation page. You need to at least enter the required fields (First Name, Last 
Name, Logon ID, Password, Secret Question, Secret Answer, and Verification Code), which are marked 
with a red asterisk (*) to the right of text box. The verification code is only used to prevent malicious 
software from automatically creating accounts. You do not need to remember it beyond this step. 
 
It is recommended that you at least provide an email address in addition to the required fields, so that tech 
support can easily contact you in the event you experience a problem in the future. 
 
Once complete, click the Submit button. 
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Click on this button to submit 
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The final page in this process will display the values you have just entered. You can now click on the 
Return to LTC link to return to the Functional Screen Information Access application. 
 
If you notice an error, you can click on Make changes to your logon information link to edit the data. 
 

 

Click on this link
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Note 
If you already have a DWD/Wisconsin Logon ID, then you should begin the account creation process 

here. If you do not have a DWD/Wisconsin Logon ID yet, please return to page 2. 

 
You should now be back on the FSIA Logon page. Click on the Request Access button again. 
 

 
 

Click on this button
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You’re now back on the Request Access page. This time, click on the Functional Screen Account Request 
Form link in Step 2. 
 

 

Click on this link
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On this page, you will provide the information necessary for the security personnel to create an FSIA 
account for you. You will need to provide information for all of the required fields, which are indicated by 
a red asterisk (*) to the right of each textbox. 
 
Item 1 is already completed for you. “Activate User ID for access to Functional Screen Web” is pre-
selected, and the Effective Date has been filled in with the current date. 
 
For User ID, be sure you provide the ID you created during the DWD/Wisconsin  
 
Once you have provided all of the information, click on the Submit button. 
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Click on this button 
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The application has now generated a form based on the answers you provided. You need to print this form, 
have it signed by your supervisor and yourself, and then fax it the DHFS Security Desk at (608) 267-2437. 
You will be contacted once they have set up your account 
 

 
 
 


